
NOTICE 

School Health and Related Services (SHARS) 

Instruction on Adding Preparers in STAIRS 

 

The Superintendent for each school district will need to log in and add the preparer of the 

report. 

 

Initial login instructions: 

- Access the Internet and go to the following website: https://cr.fairbanksllc.com 

o Username = 

o Password = 

 

*Username and Password are case sensitive. 

 

- Once logged in it is necessary to set up 3 security question/answer pairs that will be 

used to validate the user’s identity in the event they forget or need to reset their 

password. Once completed, the user can access the STAIRS System. 

o To create a personalized password, click “Edit My Info” located beneath the 

user’s name on the left hand side of the Dashboard. 

 

Instructions for the Superintendent to Add a Preparer: 

- Select the MANAGE tab on the right side of the page 

- Select the “Add Preparer” link 

- Select Cost Report Year by clicking on the dropdown menu 

- Select Cost Report Type from the dropdown menu 

- Search for eligible Preparers loaded in the system by typing their last name in the 

open field, and click the “Search” button 

- Select Preparer from search results 

- Assign Contract(s) to the Preparer - located in the dropdown menu in the Assign 

Contract column. 

- Choose the “Save and Return to Manage” button, or “Save and Add Another 

Contract” 

- The system will send the newly added Preparer an automated email notification 

containing login information. 

 

 

For questions, please call the SHARS helpline at (512) 730-7400 or email us 

at ra_shars@hhsc.state.tx.us. 

For help with STAIRS, contact the Fairbanks Information Center at 888-321-1225 or 

info@fairbanksllc.com. 
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